
Inserting a File Link onto a Wiki Page

Step 1: Navigate to the page you would like to insert your file link

Step 2: Click the Edit Button

Step 3: If your screen looks like this, click the Rich Editor link. Go to step 4  if your screen
looks different (your Rich Editor is probably already active). 
 

Step 4: Type the name of your link and then highlight the text



Step 6: Inserting your File

Step 7: Scroll to the bottom of the page and Click Save Page.

Step 5: Click the Insert/Edit Link button (globe with paperclip)

On the Insert Link dialog box you have to enter your file name as illustrated below.  Make sure to insert the 
word Media followed by a : before your file name.  Then start typing your file name.  The automatic search 
should find it, once you start typing. Click on your file and click OK.  In the example below the following 
was typed in the box Media:3 Pizza Party Unit.pdf 

Step 8: After you click save, you will have to answer a question as a 
security measure.  The question will pop up toward the top of the 
screen.  


